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This operating irstruction prescribesuniform procedures for pragssing Communi@tionsand Informa-
tion (C&l) Systems Rejuirements Documents (CSRDs). Theingruction applies to dl organizaions
directly assigned b Headquarter§HQ) Air Foree MaterielCommand (AFMC)Directorates, field ogr-

ating agencies (FOAS), etc.) and oganizationsresiding within the HQ AFAMC complex. Reference AFI

33-101,Communications anthformation Management Guidance amsponsibilities, ard AFl 33-103,
Requrements Desfopment ad Procesing, and ARMC Supplemenl thereto.

SUMMARY OF REVISION

Thisrevision includes new istructionson the mandatory AFMC policy coemingacquiring IT products
from the AF IT Superdore axd the piocess to goprove exceptions to the policy. (See HQ AFMC/CC
meno, daied 10 Awust 20@, Subgect: “AFMC Policy Purchasing Informaion Techndogy (IT) Prod-
ucts”.) Also, additional guidace for sole sour@ acqusitions is provied.

1. Policy: The HQ AFMCRequrements, Plars, and Sgtems Emgineering Branch, (HQ AFMC/SCPR),
ensues conmpliance with this HQ Operating Instruction (HOI). Organizations directly assigned toHQ
AFMC (Directorats, FOASs, etc) ard organizationgesiding wthin the HQ AFMC complex will submit
CSRDs toHQ AFMC/SCPRfor ection per thisHOI.

2. RequirementsPreparation.

2.1 The requirements prosgstarts when the requesting organization, the customer, identifiesta n
for C&I systens resouces that mus be met with a materiel solubn.

2.2. If the necessary communrgations and infomation resources cet less than $5M, thecusbmer
prepaes an AFMC Form 32|,C& | Systems Requirements Docunent (CSRD), in accordance with
theinstructions povided in AR 33-1@B and AFMC Sipplement 1. Generally, the hgher the cost of
the propose acqusition, the more comprehesive the CSRD.



2 HOI33-1 15 SEPTEBMBER 2000

2.3. Every requirement document contains these basic elements: the fundiond definition of the
requirement, jtification of the requiement, ard the technicabkolution and alternatives with sxi-
atedcosts. Thesolution should irclude acqusition, mainteanceand dispaition.

3. HQ AFMC/SCPRResponsibilties.
3.1 The HQ customer:

3.1.1 Identifies @mmunications and information requirements and documens those require-
ments infunctional terms on FAMC Fam 321 in accordance with AB3-13 and AFI 33-103,
AFMC Suppemert 1.

3.12. If posible, researcheslternative technical solutions @énosting to redwce the timeto pro-
cess therequirement and incldles th@e recommnendationson the AFMC Fom 321. The se of
the AF InformationTechnology(IT) Supestoreis mandatoy by AFMC activiiesto puchasel T
producs. (These products include: detops,laptops, land-held computersesvers, workstations,
COTS software, network productsand I/O peripherals such as printes ard scannes.) Informa-
tion regarthg the A= IT Superstore is available ¢http://www.itsuperstae.afmil.

The HQ AFMC Communications and Information Sytems Officer (CSO) may appiove excep-
tions n the situations where anotlhezendor can provideetter value than the AFT Superstore.
The lest valueanalysis is completed through aopess that compares price, fsgmance, avail-
ability, and maintainability ¢ select the mat advanageousvalue b the government.

3.1.3 Works with the functional dfice ofprimary respondility (OPR) or technical stdf to
develop tle techni@l solutionand casting.

3.1.4. Obtains applicable cardination (mampower, civil engineering, costaccounting, etc.)
befae submisionto HQ AFMC/SCPR .

3.15. Preparesn Economic Arlysis (EA) when a new project or pragm tas a total inestment
cost geatea than $1M or annuérecuring costgyreaterthan $200K.

3.1.6. Coordinatesthe CSRD with the functiond OPR, interffadng functiond acivities, C&l
developmenactivities or othe impacted activities befe submissinto HQ AFMC/SCPR.

3.1.7. Obtainssignatue from individual authoized to obtain C& resourcesor the organiztion,
andconcurence with requiremenend echnicalsolutions (if ore hasalready leen obtained).

3.1.8 Obtains funding for her/his requirement. (It is nd necessary for fundng to be wmailable
prior to processing the CSROor approval.)

3.19. Forwadsvalidated CSRDsto HQ AFMC/SCPR(see para. 3.7).

3.110. Implements techiral solution and equires approved resourcesentthe HQ AFMC CSO
certifies theCSRD.

3.2 HQ AFMC/SCPR
3.21. Serves as thiocal poirt for all HQ C&I requirements.
3.2.2 Assigns CSRD numbets al HQ AFMC C&I CSRDs.

3.2.3. Establishs suspanses for ) CSRDs and mantainsa datebase of all H) C&I require-
mens.
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3.2.4 Tracksand providestatus ofall CSRDssubmitted for HQ AFMC CSO certification.
3.25. Stafs, records, and procesesHQ CRDsthroudh the coordination ayle.

3.2.6 Prowvdes guidance and asistarce to the cistomerin ther responsibilities defing abovein
paragaph 3.1.

3.2.7. Coadinaesrequrements afecting the baseinfrastucture with 8&h Conmunicaions
Group (CG). Requirements which would impact the base infrastructure include the laying of
cable undengpund, wring up b the building(i.e., service deliverpoint); connectiviy to the bae
Metropolitan Are Network (al® knownas the Wie Area Network) to include fiber @ble, rout-
ers,switches, etc; telephoms; and coordination of b&e directoryservices.

3.28. Returns HQ AFMCCSO cerified CSRDs to the catome for acquisition and implementa-
tion o the technical solution.

3.2.9. Assids custaner with the acqusition and implemertation of techncal sdution, if
requested.

3.2.10 Monitors CSRD procssing effectivenes ard timeliness.
3.3 HQ AFMC CSO Gxrtification Authority (HQ ARMC/SCPRY):

3.3.1. Reviews requirements and technical solutions gplying MAJCOM guidance, applicable
architectues, and highe HQ drectives.

3.3.2 Returnscertified CSRDsto HQ AFMC/SCPR ér disposition.

4. Proceduresfor ProcessingCSRDs. (Refer to Attachment 1 for flow chart.)

4.1. Custamer idertifies requirementand initiates CSRD by completing AFMC Form 321. (HQ
AFMC/SCPR will provide assistarte as ecesary.)

4.2 Customer obtains @CSOControl Number(AFMC Fom 321, Block 3) from HQ AFMC/SCPR.
(The cstome is notrequired to obtain th&€€SO Control Numbeprior to validating the CSRD, but
may do soto initiate trackimg of the CSRD at the earliest stepm the process.

4.2.1 HQ AFMC/SCPRIogs tle CSRDinto databse and beginsracking.

4.3, Customer validatethe CSRD by oliaining signatue (AFMC Form 321, Block 18a)faan indi-
vidud in her/his eganizaton authorizedd concu on aganeationd requirements and technical solu-
tions.

4.4. Customersubmitsvalidated CSRD to HQ AFMC/SCPRfor final processing.

4.5, HQ AFMC/SCPR wll coordinate C&D through appropate Technical Solution Authorty for a
technicalsolution as neessary. HQ ARVIC/SCPR persorghwill ensure that the mandatory policy to
purchag IT products fom the AF IT Superstorés followed and will assist the customelif needed.

4.51. If the echnical solution call$or a sole source acaition, the customer must prepare addi-
tional documentadn for submission with the CSRD. For sole source acquisins between
$2,500 ad $100,000, the customeiill prepare a Ste Source Justificatio(SSJ). For sole source
acquisitiongreater than $1000, the requator will prepare alustification and Appreal (J&A).

No sole saurce documentation is required when the acquisition is lessthan $2,500. Note that
acquisitions from GSA schedules, the AF IT Superstore, and other government contracts com-
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petel in full and open competitions are not casidered sole source agsgjitions. The J&A guide
and template is located on thWgeb at: https:/www.afmc.wpdb.aftmil./organization8HQ-AFMC/

PK/pkoprl.hm. (HQ AFMC/SCPR will provide assistance as cessay.)
4.6. HQ AFMC/SCPR submits CSRD packageAFMC CSO for certification.
4.7. HQ AFMC CSO eertifiesthe CIRD ard returns it b HQ AFMC/SCPRfor disposition.
4.8. HQ AFMC/SCPR logs CSRD out of datafeand retuns it © customer to &gin acqusition pro-
Cess.

DebraL. Haley, SES, Director
Communications ahlinformation
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Attachment 1
CSRD PROCESS AH.OW CHART

CUSTOMERIDENTIFIES

A 4

REQUIREMENT AND
INITIATESCSRD. OBTAINS
ASSISTANCE FROM HQ
AFMC/SCPR AS NEEDED

2
REQUESTING

1A

CUSTOMER PREPARES TECHNICAL

SOLUTION IF POSSIBLE CONDUCTING
RESEARCH EXCLUSIVELY USING THE AFIT
SUPERSTORE. IF ALTERNATE SOURCES
PROVIDE BETTER VALUE, CUSTOMER

PROVIDES BEST VALU E ANALY SIS

BETWEEN ALT. SOURCE AND AFIT

SUPERSTORE.

ORGANIZATION VALIDATES
CSRD AND SUBMITSTO
HQ AFMC/SCPR

DOES CSRD CONTAIN A
CERTIFIED TECHNICAL
SOLUTION?

YES l

4
TECHNICAL SOLUTION IS
REVIEWED FOR

3A
HQ AFMC/SCPR
OBTAINS/COORDINATES
TECHNICAL SOLUTION

and COSTING (CUSTOMER
INVOLVED AS NECESSARY)

COMPLETENESS BY
TECHNICAL SOLUTION
AUTHORITY.

DOES TECHNICAL

YES

A 4

SOLUTION CALL FO
SSJor J&A?

5A

HQAFMC/SCPR ASSISTS
CUSTOMERIN PREPARING

SSIOR J&A

6
CSO CERTIFIES CSRD OR
LISTS REASONSIFNOT
CERTIFIED. WHEN
ALTERNATE SOURCES
PROVIDE BETTER VALUE,
THE CSO ISTHE FINAL
APPROVAL AUTHORITY.

7

CSRD ISCLOSED OUT AND
RETURNED TO CUSTOMER




